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OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORI 

RECORDS MANAGEMENT DIVISION r -~ . . . ~ ~  . . ,!. =_~_ 

APPLICATION FOR RECORDS RETENTION SCHEDULE 
_._, ...,.,..l.._i . . ~. . -.-- ~~ 

INSTRUCTIONS: See Publication No. 76-R,M-1 for instructions on mmpleting th is  form. Forward signed original to 
Departnient of Ardrives and Histoiy, Records Management Division, 330 Capitol Avenue. Atlantk, Georgia. 30334. 
Attention: Scheduling Section. 

\ 

, ~~ ~ - .~ 
FOR RECORDS MANAGEMENT ~ . .~  L&B 

~ ~ . .  ~ .~ _. . 

35.-s_ " 

Date Camplete~ 

Telephone Number 

FCT 5 1982 I .. BCT ~ ~ 2 ~~ 5 .. 1982 __ . . 

656-2100 
.- ~. . 

-... -~"---------. - 
1. Agency Address 

O f f i c e  of t h e  Compt 
I n s u r a n c e  Department  
Agents L i c e n s i n g  D i v i s i o n  
Room 132 S t a t e  C a p i t o l  

IiCaiion Number 

Deputy Dns. Commissioner 
- ~~ . ~ ~. 

~~ ~~ ~ , 

..I 

1 FOR AGENCY USE - ___ I_~_I--_-_ 

ipplication Date 

-. ~ 
~ 

@pikation Number 

-...=- ~ ~__i . _ _ _ _ ~ ~ _ _ _  .~.-A;t.lanfa~,~;Ca~.-=3_91:!34.. I 

!. Perm to Contact 

I. Action Requested 

J e r r y  Holbrbok 

a. T# Estaoitsn Retention Schedule; ecord will continua to accumulate. 
b. 0 Dispose of present accumulation; no further accumulation anticiwted. 
c. 0 Amend ~~~~ Application No. _c . Check .._ One: 0 Change; 0 Sup?rwg!e:_ Void ~~ . _. 

_~_~-----.__.-----=___jT_i__~ .. ~- -. ~~ ~~~ ~~~ ~~. 

5. Records Series Title (followed by title used in office; if differentl 

Georgia  I n s u r a n c e  Company F i l e s  ~ . ~ . .  ~ ~- . ~ 

What is the function of the Division and the Office in which this record series is created? 
I 1. Dnerof Series 

Iarliest Latest 

-~ 1- 1- 601. Yr-eEEt- ~ . -_ ~ .. ~ ~ -__~ ~. ~- 
1. Division and Office Function 

I' The Agents License D i v i s i o n  is P e s p o n s i b l e  f o r  p r o c e s s i n g  a p p l i c a t i o i  
and i s s u i n g  new a g e n t s '  l i c e n s e s  and  renewing permanent l i c e n s e s ;  
examin ing  a g e n t s ,  c o n d u c t i n g  p r e - h e a r i n g  conferences;  and  f o r  p r e p a r :  
c e r t i f i c a t e s  for  a g e n t s  be ing  l i c e n s e d  a s  non- re s iden t s  i n  o t h e r  s t a .  
and  a c c o u n t i n g  f o r  a l l  a g e n t s  l i c e n s i n g  and  c e r t i f i c a t e .  of ' a u t h o r i t y  
fees  . - 

- - - - ~ -  ~ --_ - - - -_- - _ _  - --LA- . . - ... - 
?. Reand Series Description This file contains the following documents (include form numbers end rifles, if any): 

Attach samples of the file. 
Docu*ntsrelating Company appo in tmen t  of p e r s o n s  t o  a p p o i n t  and  t e r m i n a t e  a g e n t s  

Companp list Cd new a g e n t s ;  R e g i s t r a t i o n  of N e w  Companies 
and  Company Name changes  w i t h  R e g u l a t o r y  Laws;  Company 
c o m p l a i n t s  aga i n s t -  agen t s .  

A u t h o r i z a t i o n  t o  Appo in t  and  Remove Agents form l e t t e r s  or l e t t e r  
from t h e  Company of t h e  A u t h o r i z e d  P e r s o n s '  a p p o i n t m e n t ;  Company 
l e t t e r  on agents  w i t h  t h e i r  Company and G.I .D.  122; Cop ies  of l e t t e r  
from Company khang ing  Company Names; and  copy of form l e t t e r  f rom 
Beguls l tory  Laws f o r  a s s i g n i n g  new Companies a n d  t h e i r  Code Number. 

lnduded are: 

\ 

File isarranged: By Numerica 1 Company Code Number. 
. .. ~ 

.. .- - ~ . ~ .- .- ~- ~ . ~ ~ .  . ., . 
\. ' . .  . 

.I ~ ~ 

8. Monthly Reference Rate How often are records referred to which are: 

One to six months old ---.-.-; 6 Seven tq twelve months old 6- -; Thirteen to twenty.four months old -!-- ~ ~~ .; 
tcwnty-five months and o l d e r !  -? .. 

-= 
~~ ~- - . - - ~  ,. _I~ ~~ ~~ ~ _ _  . ... . ~ ~. .~ . -..-- - _-_ 

9. Annual Rate of Accumulationof Rmrds ,,. - 
Letter-size drawers ; Legal-sin, drawers --. - .  - .-..; Shelves - 

~~~ ; Other (sp.&ify) l a c ! !  b% Ft-, . 

g 
S 



~~ - . -_ . i ~  ~ 
~- 

a. Is th is  the official copy of the series? 
_. Ifnot.~wbE~is!x?.-l--- I).___ _ _  ~ -~ .__-._._,,___ 

b. Doer the series contain codfidential information requiring security handling? If yes, n t e  law or regulation. 

. .  
,i 

_.._ ~- ~ . I"_._~_~~__~*__~~~_ .~ 
- -.-_*---~. 

e. When one or two documents in the file make it necessary to keep thb entire file for a long period, could these 
~ ~ ..~ -. __  . ____.~~- 

s. attach GODL ~- ~~ ~~~ _ ~ --.~--; 

8. It the information contained in this series aver analyzed and/or recorded in a summarized rrpott? 

. .  
. . ~ 

~~ 

- k L i . . - k t h i r  w r i e s . I ~ ~ a ~ ~ o ~ . . l x l r t i a n . o f i t l , r ~ u i a r J v  micxofilrnad?.- ~.~ _- . ~ ~~ ~ - . - _ z  . .  
Ax-1 i4aes-the.mwtserie .cr~e~t  ina mrncutecmiitout?. . .. -. .~~ ~ . ~ ~ . ." .~~-.,__.I -_ 
11. Retention Requirements .. ~ 

J h e  following requires the series to be kept: 
i 

d. Audit period 
e. Administrative need 
f. Federal retention instructions 

. .  gulations. Explain administrative need. . I i . .  

For Reference Purposes Only , :  

. , ~ ,  a 
c 

. .  . . , '  4 :  , , 

,. . " ~, . I -  . . . , ~ ' ~ '  . I . . :  . .  . , . , .  

.. -_ ~. . .~ 
~ _..__ _~- ,-- - .  

~ ... . 
onr . -This agency recommends t h a t  the file series be cut otf a t  thb end of each: . .  

L .~ 
. ,  .,. . 

fd Calendar Year; Fiscal Year! 0 Other --A - ~ :.~.- 1 then, . ,  
Q Hold in the current files area _~_ ..-.,month(s) 
0 Transfer to local holding area, hold __ - --.--year(s); then 
0 Transfer to State Records Center; hold 
Gi Destroy. 
0 Transfer to Stata Archives for permanent retention. 
0 Other .(Specify) 

1 - year(r); then 

--year(s); then 

.. 

r :  . .  . . .. ~ ' .  
. .  

\ .  : . ,  .. , , '  , .~ 
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7 I.. .~ . . .  ~ ., 

I 
' I , ' !  . .. ! . . ,  ' ;:I?' , .~ . .  ~ 

I , , , . , ~ ~ ,  
. I  .. , I .. ~. .~ ; I 


